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Preparing a Responsive Bid

Caltrans mission Is to improve mobility
across California. The construction
industry Is our partner in achieving
this mission.

The following information is provided to assist our
Industry partners in preparing bids responsive to
state and federal contracting requirements.



Preparing A Responsive Bid

Notice:

Although we have strived to make this document as complete
as possible, contractors are advised that individual
contracts may have unique requirements. Bidders are
advised to thoroughly review the contract documents
(plans, specifications, materials information, bid items and
addenda) to submit bidder’s inquiries as necessary.

Disclaimer:

The Department of Transportation (Caltrans) has provided this
Information as a convenience to bidders. It does not
constitute a legal standard, nor does it establish
departmental policy.



Bidding — 12 Basic Requirements

© O FElC

11.

12.

Review and understand the contract requirements

Be trustworthy and posses the quality, fitness,
capacity and experience to perform a public works
contract

Possess a valid Contractors License in CA of type(s)
specified for contract

Legibly complete all bid items (unit prices and
extensions)

Acknowledge any addenda

Sign the Bid

Claim appropriate preferences

List subcontractors (greater of 1/2 of 1%, or $10,000)

Provide bidder security = 10% of your bid (either bond
or cashier’s check)

Complete the certifications

Submit UDBE or DVBE forms with bid or by 4t day
after

Submit the bid by time specified to the correct location



Bid Book Contents - Cover

e This is atypical bid
book for a Caltrans
construction contract

e Note the following:

— Contract Number
— Federal Aid number

(absent from State-only
funded contracts)

— Bid opening date




Completing Your Bid — Page 1

Legibly print or type
company information
Including address,
telephone number and fax.

Include license number
(type not required).

Make sure your license is
In good standing.

Note the bid interpretation
rules in case of price
discrepancy (e.g missing
unit price, decimal error,
etc.)

i
HE DEPARTMENT OF TRANSPORTATION

CONTRACT NO. 03 - 1E0414
NAME OF BIDDER R&L BROSAMER, TNC.
BUSINESS P.O. BOX
CITY, STATE, ZIP
BUSINESS STREET ADDRESS 1777 OAKLAND BLVD., STE 300
CITY, STATE, ZIP WALNUT CREEK, CA 94596
TELEPHONE NO AREA CODE ( ) 925-627-1700
FAX NO: AREA CODE ( ) 925-944-9860

? TOR LICENSE NO. 700218




Completing the Bid — Page 2

Page 2 is the Signature
Page

e Acknowledge
addenda

e Indicate type of bid
security included

e Sign and date bid

e Legibly print or type
name and title of
person signing

e Late bids are not
accepted



Completing the Bid — Item Pages

Note the fully completed, —
legible example

e Legibly complete all unit -
prices and extensions il

e Use large figures
Remember decimals

e Avoid bidding to the
penny if possible

e Keep figures within the o s
columns

e Omit dollar symbols ($) ‘

GRIND EXISTING CONCRETE
PAVEMENT




Completing the Bid — Item Pages

e Make edits neatly

e Use black or dark blue
ball point pen

e Check your math

e If you submit a
recreated item page
(e.g. from a
spreadsheet), it must
Include the same
Information as the
original form




Completing the Bid — Item Pages

e Note the blank bid
item

e Failure to complete
an item renders

the bid non-
responsive.




Completing the Bid — Item Pages

e Note the messy
example.

e Do not:
— round item totals

— write in lump sum
boxes

— change quantities or
units

— make stipulations or
conditions on your bid

— Staple or tape addenda
replacement page over
the old page. (Remove
the old page and insert
the addenda page)




Completing the Bid — Subcontractor Listing

e Public Contract Code 4104
requires listing of 15t tier
subcontractors with the bid

— performing at least Y2 of 1
percent of the bid total or

$10,000, whichever is
greater

— Itis not necessary to list
suppliers or truckers
e The form mustinclude
subcontractor names,
cities & items

e For partial items, write
“partial” and include work
description

e Group items by firm




Completing the Bid — Subcontractor Listing

e Messy example

e Note bidder did not
iInclude description of
partial work

e Failureto list a
subcontractor or listing
two subcontractors for the
same work means the
bidder agrees to perform
the work

e Bidders are not allowed to
change the subcontractor
listing after bid opening
except in case of a listing
error (PCC 4107 et seq.)




Completing the Bid — Subcontractor Listing

e Messy subcontractor list

e Bidder must specify
percentages for partial
items

e Percentages are the
amount of the bid item
subcontracted divided by
the bid item total

e Fax percentages to (916)
227-6282 within 24 hours
of bid opening.

e Late submittals not
accepted




Completing the Bid — Request for Small
Business Preference

e State-funded contracts
only

e If you are a California
certified Small Business -
request the Small
Business Preference

e Do not request the Non-
Small Business Preference

e Attach copy of your
certification or write in
your certification number

e Sign and submit form and o omteten

certification with the bid s

e No preference allowed if
the completed form is not
submitted with the bid

N R NON-SMALL BUSINESS PREFERENCE




Completing the Bid — Request for Non-Small
Business Preference

e State funded contracts

STATE Ox ENT OF TRANSPORTATION
O n I y USINESS PREFERENCE OR NON-SMALL BUSINESS PREFERENCE
- DES-OE

CONTRACTNO.OM - O ETLOM

e If you are not a small
business, but commit to
using at least 25%
California certified small
businesses, request the
non-sma” bUSIneSS :I:l:ar;u:‘-a ........ :\z e =034 A22L ,..T‘lﬁ'n\_,(--,_
preference

e Do not request the small
business preference

e Sign and submit the form
with the bid

e No preference allowed if
the completed form is not
submitted with the bid




Completing the Bid — Request for Non-Small
Business Preference

e Complete and sign the
form.

e Mail the list of certified
small business
subcontractors so it is

Kuwiw Bows Povimgng

received within 2 business D R T

Canr B 25237

days of bid opening
e Faxes not accepted

e No preference given if
form is received late

e A request for the non-
small business preference
can not displace a small
business from the contract
award




Completing the Bid — California
Company Preference

e State funded contracts
only

e Select one of the
California Company
options or

e Select the non-
California Company
option

e Date and sign the form

e Submit the form with
the bid

e No preference given if
form is received late




Bid Security

e A bid security in the
amount of at least 10%
of the bid Is required
with the bid

e Acceptable forms of bid
security are:

A bid bond from a CA
admitted surety

Cashier’s or Certified
Check

Cash (not recommended)

e Letters of credit or
personal guarantees
are not accepted

STATE OF CALIFORNGA - DEPARTMENT OF TRANSPORTATION

BIDDER'S BOND

Principal, and

lelity and Deposit Company of Maryland

Sursty arn bound unio S Siate of Calforia, Departmant of Transgarssion, hereater refarrad 1o as “Doligee”, i B paral b of
%00 parcant (10% o tha Iotal Bmeunt of e bid of the Principsl submisied Obiges lor tha work descried below, for the payment
o wehich sum we bind ourssives, jointly and sevenally,

THE CONDITION OF THIS OBLIGATION 18 SUCH, THAT:
'WHEREAS, tha Principal i sutwmitting & bid 1o e Obiges, for _______CONstruction on state highway in
___San Bemardino

awarded th mnﬂmmmwmmm
I"vJ'th‘n- l‘l’"umﬂ‘_,"ﬂ“‘“ redentad 1o him ignature, onters into & writlen confract, in the prescribed fom, In
BOZOREAnC with e Bid, and fles e Donds wi e Obiges, one 1o guamnine futh pertormance (i apecified in the contract) of the
artmct and the othar io guaninies paymaent lor istor and materials B provided by e, then this obligation shal ba null and wokd:
ofharwise, it shall remain in fl ko

I;IMHM‘“ upon this bond by the Obéigue and judgment s recoversd, e Sursty shail pay al costs icumes

bond should be sent i the surety af the
foliowing address:
orth Brand Boulevard

CALIFORMIA ALL-PURPOBE ACKNOWLEDGMENT

(Please See Attached.)

T TR O
T = 0
Wndnmmﬁmmoduhlﬂmytdﬂ-\ﬂobhoﬂ'ohmw T ——
Acknawiecged o me Mat hafshethey sxmculed (e s8ma in Hishenthelr suthertted capscity), and Tt by hishae e
-q-.n.mumwmmn:mnﬂnunm Debalf of which the paron(s) neled, sxecuted the strument
ormia fhat the oregoing pargrch is ins nd conmc

WITHESS my hand snd official seal

PSR
ADANotce 52025 ey o




Bid Security

e Complete and sign the
bond form. Surety to sign
and seal bond form.

e Notarize bond form or

B Principal, a0

partmant sporiaton, hessatter liges’, In e penal pam of
P-vnn-llbnlb. Nmnnwmu-mam.nmm for tha payment

attach all purpose S e—

WHEREAS, tha Principal i submitting  bid o P Otéiges., for _ lnn on state highway in
ok T

acknowledgement : o

e Cashier’s or certified e

checks are held for the e, —— T | %
three low bidders until i —

Glenda 203 =| T

contract approval g m.,.i,-w.;mw

e Other bidders’ checks are e =

returned after bid S e T

| earilly undar PENALTY OF PERAIRY unchar Bsé laws of he Etate of Calffomis Sat fhe foregeing pamgrach is s mnd conmct

verification . . —

e Failure to submit proper
bid security renders the
bid non-responsive




Certified DVBE Summary.

State funded contracts only
Complete and sign form

List all certified DVBE
subcontractors and
suppliers, regardless of tier

Submit with bid or by
fourth business day after
bid opening.

Faxes not accepted

Late Certified DVBE

Summary forms render the
bid non-responsive

e OY Scl way
oYy-oE7Lcy

1,356, €719. 0
.\a.!\\.lﬁ-i(-f y Zo"_':
Bey e Cuflhy § Corty bas.

Rrcleese qu'l-
St.{' Cnu\t.ue";

2 e

. (.s[u_) Yzo - 8792

Avan € Arcequia




Small Business Status

e Federal aid
contracts only

e Voluntary
Information

e Please complete
and submit the
form with the bid




UDBE Information

Federal aid contracts only

List all certified
Underutilized DBE (UDBE)
firms subcontractors &
suppliers regardless of tier :
— African American

— Asian Pacific Islander American
— Native American

— Women

Include UDBE Information -
Good Faith Efforts forms

Submit with bid or by 4th
business day after bid
opening. Faxes not accepted

Late forms not accepted

_CALTRANS BIDDER - UDBE - COMMITMENT
[This infarmation m: whwhﬂmﬂimwrxw it is not, and you are the apparent low bidder
bidder, & must submitted and recelved &s spacified in Section 2 of the Special
| Provisions. Fal uuenmmmwﬁmwlmmwmwmm
nonresponshve.

CONTRACT NO.;
BID AMOUNT: §
BIDO ENING DATE:

'S NAME:
UDBE GOAL FROM CDN'I‘MC‘I’ %
il

IMPORTANT: M&ﬂUDBEmmmmml Tetsl C
regardiess of ter. Names of the First Tier UDBE




Certifications — Lobbying Disclosure

e Federal aid

CERTIFICATIONS

FEDEFU\L AID PRGJEF‘I‘ DISCLOSURE OF LOBBYIN MVITIES CERTIFICATION

E'dcler certifies, to the best of his or her knowledge and belief:
No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, 1o

any person for influencing or attempting 1o influence an officer or employee of any Federal agency, a
Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress
in connection with the awarding of any Federal contract, the making of any Federal grant, the

of any Federal loan, the entering into of any cooperative agreement, and the exiension, continuation,

- | enewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement,
If any funds other than Federal appropriated funds have been paid or will be paid to any person
mfluencing or attempting to influence an officer or employee of any Federal agency. a Member uf_
Congress, an officer or employee of Congress, or an employee of a Member of Congress in |

connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall |
compiete and submit Standard Form LLL, "Disclosure of Lobbying Activities,” in conformance with ils
Instructions

[
D | Thig ification is a mamr-.ll representation of fact upon umu:h reham:e was. placed when this fransaction w
| or entered | Submi 2 i

transaction imposed by 31 USC § 1352. Any person who falls to file the required cenification shall be subject
to @ cvil penalty of not less than $10,000 and not more than $100,000 for each such failure.

Bedder also agrees by submitting a bid that it must require the language of this cenification be included in

Disclosure o s e raa
_obbying
Activities
Certification

Coniract No. 04
3




Certifications — Lobbying
Disclosure Form Instructions

e Federal aid
contracts only

e If your company
employs a
lobbyist, read the
disclosure form
Instructions

INSTRUCTIONS FOR COMPLETION OF SF-LLL,
DISCLOSURE OF LOBBYING ACTIVITIES

sure form shall be completed by the reporiing entily, whether subawardee or prime Federal recipient
¢ initiation or recedpt of a covered Federal action, or 8 material change to a previous filing, pursuant to title
nu S C. secton 1352, The filing of a form is required for each payment or agreement to make payment to any
lobbying entity for influencing or attempting 1o influence an officer or employee of any agency, a Member of
Congress, an officer or employee of Congress, or an employes of a Member of Congress in connection with a
covered Federal action. Complete all items that apply for both the initial filing and material change report. Refer

to the implementing guidance published by the Office of Management and Budget for additional information.

1. identify the type of covered Federal action for which lobbying activity s andior has been secured 1o
mfluence, the cutcome of a covered Federal action.
Identify the status of the covered Federal action
Identify the appropriate classification of this report. If this is a followup repont caused by a material
change to the information previcusly reported, enter the year and quarer in which the change ocourred.
Enter the date of the last, pn usly submitted report by this reparting entity for this covered Federal
action.
Enter the full name, address, city, Stale and zip code of the reporting entity. Inciude Cong) ional
District if known. Check the appropriate classification of the reporiing entity that designates if it is, or
expects 10 be, a pime or subaward recipient. Identify the tier of the subawardee, eg.. the first
subawardee of the prime is the 151 lier. Subawards include but are not limited 1o subcontracts,
subgrants and contract awards under grants
If the: organization filing the report in item 4 checks “Subawardee,” then enter the full name, address,
city, State and zip code of the prime Federal recipient. Include Congressional District, if known
Enter the name of the Federal agency making the award or loan commitment. Include at least one
organizational level below agency name, if known. For example, Department of Transpertation, United
States Coast Guard
Enter the Federal program name or description for the covered Federal action (item 1), If known, enter
the fill Catalog of Federal Domesiic Assistance (CFDA) number for grants, cooperative agreements,
loans, and loan commitments
Enter the mast appropriate Federal identifying number available for the Federal action identified in item

1 {e.g.. Request for Proposal (RFP) number; Invitation for Bid (IFB) number; grant announcement

rmmbe the contract, grant, or loan award number; the application/proposal control number assigned
by the Federal agency). Include prefixes, e.g., "RFP-DE-90-001."
For @ covered Federal action where there has been an award or loan commitment by the Federal
agency, enter the Federal amount of the award/lioan commitments for the prime entity identified in item
dor5.
(a) Enter the full name, address, city, State and zip code of the lobbying registrant under the Lobbying
Disclosure Act of 1995 engaged by the reporting entity identified in tlem 4 1o influence the covered
Federal action,
(b} Enter the full names of the individual(s) performing services and include full address if different from
10ya). Enter Last Name, First Name, and Middle Initial (MI).

11 The cenitying official shall sign and date the form, print his/her name title, and telephone number.

According to the Paperwork Reduction Act, as amended, no persons are requ respond 10 &
collection of information unless it displays a valid OMB Control Number. The valid OMB u:mlml nmumber for
this information collection is OMB No. 034B-0046. Public reporting burden for this collection of infarmation is
estimated to average 10 minutes per response, including time for reviewing instructions, searching existing

a sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding the burden estimate or any other aspect of this collection of |
information, including suggestions for reducing this burden, to the Office of Management and Budget,

Paperwork Reduction Propect (0348-0046), Washington, DC 20503

Contract N




Certifications — Disclosure of

L_obbying Activities

e Federal aid
contracts only

e If your company
employs a
lobbyist, complete
and sign the form.

e Submit the form
with the bid.

DSCLOSURE OF LOBBYING ACTIV
shying activitics pa

Complele this
1
[ a contract

HName and Address of Reporting Entity:
0 Subawardes

10 = Nama and Address of Lobby Registrant
| # indlividua), last name, first name, MY

Appraved by OMB
0348-0048

3. Report Type:

& bidioffer/application O & initiad
b initial award
€ post-awand

b. material change
For Material Change Only:

year _ ‘quarter

date of last report

5. i Reporting Entity in No. 4 is Subawardee Enter Name
and Address of Prime:

Congressional Distrid, i krown
7. Foderal Program Name/Description:

CFDA Number. if applicable

b.  Individuals Performing Services (4
difrant from No. 104
{last name. first name, M

Sigmature:

Print Name:
Title:

Telephor

Contract No. 04-112304
1



Certifications — EEO & Title 49

e Federal aid contracts only

e Equal Employment
Opportunity Regulation
Certification

— Read, insert bidder name,
check either “has” or “has
not”

e Title 49 CFR, Part 29,
Debarment and
Suspension Certification

— Read form.

— List exceptions to
certification

EQUAL EMPLOYMENT OPPORTUNITY REGULATION CERTIFICATION

proposed mtcamra:lnr U ot L, participated in a
y Executive Orders

President’s f_ummllle-a an Equﬁi Frnplmfmpnl F}npnmmﬂ\c

requirements.

N

required by the Equal Employment Opportunity Regulations of th
0-1.7(b)

andard Form 100 (E
-rr.plemumlng regulations
Prime contractors an D

the Contractor submits a report l_(WF-nng |
the uehnquenl ﬂ"l’lﬂd or s [ P al g y tion or by the |
Director, Office of Federal N
S—)
TITLE 49, CODE OF FEDERAL REGULATIONS, PART 29, DEBARMENT AND SUSPENSION
CERTIFICATION

ssociated
bility by
ble by any federal

a court of competent
isconduct within the past 3 years.

ns in the following spa:

e in de!ermlnmg hldﬁF
indicate below 1o whom it applies, ini




Certifications — NLRB, Antitrust
and Responsibility

e Read the National
Labor Relations Board |
certification

e Read the Antitrust law
certification. Mesescar "cn;:’::.::.”;:::::i:";'?:;:f:.rifl;:iffffl:::i:'.; 434
Select either “has” or
has not”

— If you have been ity s ks ot 8 S e B
convicted of an
antitrust offense,
provide details in the : _
space provided or o sl R AR, o B e (ST

Including:

order of the National Lal

1 Jlll‘un the past 10 years, has the B.dm-r I.‘ en found 1(! be a nonrespansible bidder by any public
] ?

4.1. Date of each nonresponsibility determination

h rT] n 4.2. Name of each public age: ing the nonresponsibility determination and a contact person at
that agency who would have information about the determination
4.3. Conitract number for each nonrespo lity determination

END CERTIFICATIONS

Contract No. Th04




Certifications — NLRB, Antitrust

and Responsibility

e Read the Bidder
Responsibility
Questionnaire.

— Select “yes” or “no” for

each question

— If “yes” for any
response, attach a

statement with details

of the non-
responsibility
determination

NATIONAL LABOR RELATIONS BOARD

Under Pub it C 4 _ under penalty of perjury
able finding of ¢ & r been is d against the contra
rec o

d, bribery llusion, conspiracy
tion with the bidding upon, award of,

00,
The te her, er, director, responsible managing officer, or |
e there 0285.1 |
ars, provide the conviction details including |

the date and ultimate resolution of

BIDDER RESPONSIBILITY QUESTIONNAIRE

hin the past 10 years, has the Bidder been found to be a nonresponsible bidder by any public
ity, including federal, State, local, or regional entities?
O Ne
Within the past 10 years, have any of the Bidder's officers or employees with a proprietary interest in
the Bidder been determined to be a nonresponsible bidder by a public entity, including federal, State,
local or regional entities?

¢ determination and a contact parson at
that agency who would have information about the determination
4.3. Contract number for each nonresponsibility determination

END CERTIFICATIONS

Contract No. K7604
13




Helpful Information — Bid Book

e If you disassemble the bid book, put
the pages back in order before
stapling

e Do not attach addendum

e Do not tape or staple bid bond or
DVBE Iinformation on inside cover




Bid Verification & Results

e Your sealed bid will be opened and read publicly.

e After bid opening, all bids are verified and
entered into the Bid Opening System

e lllegible bids or non-responsive bids delay bid
verification and posting of bid results

e Verified bids posted on the hotline (916-654-5500)
about 6 pm after bid opening.

e Bid summaries posted on the Internet

(

after bid opening

) within two business days


http://www.dot.ca.gov/hq/esc/oe/awards/bidsum_html/6week_list.php
http://www.dot.ca.gov/hq/esc/oe/awards/bidsum_html/6week_list.php

If You’ve Made A Mistake

e Public Contract Code 5100 et seq. allows
bidders to seek relief from their bid in case of
an error.

e To qualify for relief, you must have made a
mistake in filling out the bid.

e Download the relief of bid form at :
http://www.dot.ca.gov/hqg/esc/oe/contractor_inf
o/relief.pdf

e Follow the instructions on the form

e Fax the completed form and attachments to
(916) 227-6282 by 4 pm on the 5™ business day
after bid opening



Reminder: Bidding Deadlines

ltem Deadline

Bid 2:00 pm on date specified
SB Preference With your bid

Non SB Preference With your bid

CC Preference With your bid
Subcontractor List With your bid

Subcontractor Percentages

2:00 pm, 1 business day after bid

Subcontractor Substitution

4:00 pm, 2 business days after bid

Cert. SBE List for Non SB
Preference

4:00 pm, 2 business days after bid

UDBE & Good Faith Efforts forms
Or DVBE form

4:00 pm, 4 business days ~* " "'

Relief of Bid Request

4:00 pm, 5 business days ..... U.J_




Thank you for doing business with
Caltrans. We wish you success.

For information on current and
upcoming contracting opportunities,
please visit our website at:

http://www.dot.ca.gov/hqg/esc/oe/contractor_info/
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